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Executive Summary 
Agenda Item 5 

Discussion and possible action concerning Project Prioritization  
and Strategic Planning 

 
 
 
BACKGROUND: After receiving feedback from the Board and Staff in previous 
discussion items, staff requests a review and reassessment of the goals and strategic plan. 
 
FINANCIAL:  To be assessed after the goals and priorities are set. 
 
RESOURCE:  Tom Clark (Dr. Jones will facilitate this portion of the meeting)  
 
LEGAL: Not consulted 
 
RECOMMENDATION:  Review the strategic plan and establish goals for the 
upcoming year. 
 
COMMITTEE PARTICIPATION:  N/A 
 
ATTACHMENT:  Listed below are notes and parking lot items from the March 1, 2008 
meeting. 
 
March 1, 2008 

1. Be open with opinions, thoughts, and still be the “same neighbors” – MET 
2. Review the strategic goals – MET 
3. Establish new strategic goals as needed – NOT MET * 
4. Simplify current process for agenda/packets for staff and board – MET 
5. Reach agreement on how we see the conduit for committees to work – NOT 

MET* 
6. Reach agreement on appropriateness of completing a project plan – NOT MET* 

*Possible agenda items for the June Workshop 
 

Parking Lot 
 

What Who By When 
Understanding Each Other Activity for 
Board Members 

Merrill Board Meeting, 
06/2008 

Consent Agenda Policy Tom Board Meeting, 
06/2008 

Template for Communication/Marketing 
Plan 

Merrill 03/08/ 2008 

Strategic Plan – Goal Setting Board Board Meeting, 
06/2008 

Project Prioritization* Board Board Meeting, 
06/2008 



 
Goal Input Requested and 

Deliverable 
Timeline and 

Accountability 
5 Year Plan Subsidy for Parks and 

Recreation – What is the 
level of subsidy? 

After the Master Plan 
(April time frame) – 
approval by Board 

Safety Plan Board approval of 
Complete safety 
procedures for each site 
and implementation plan 
(Safety Manual) 

May – Jess 
 

Committee Process, 
Procedures and Training 

Task Force Committee to 
meet; input (changes) and 
buy-in from task force 
before Board approval; 
Final approval by Board 

March 31 (tentative) 
meeting of the task force 
 
Complete revised draft in 
Mid-May; send to 
committee members for 
buy-in/feedback 
 
June – review period for 
committee members 
 
July – approval by Board 
 

Operating Procedures Approval of charters 2nd Meeting in April – 
Board 

Orientation Program Approval of 
outline/program  (Margie 
to set meetings with Tullos 
and Yackle on getting 
feedback before 
submitting to Board) 

Outline approved no later 
than 2nd Meeting in May 
by Board 

 
Identify of District Feedback from Board; 

legislative agenda; make it 
a Board agenda item to 
discuss and plan 

Complete communication 
and marketing 
plan/legislative agenda at 
June Workshop 

Relationships with 
External Sources 

 Complete communication 
and marketing 
plan/legislative agenda at 
June Workshop 

State of Art Technology Prioritize the list of 
projects identified by the 
Technology Committee 

Board – Review the list of 
proposed projects at the 
next Board meeting; set 
priorities 
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Executive Summary 
Agenda Item 6 

Discussion and possible action concerning Quarterly Management Reports 
 
 
BACKGROUND: Below is an excerpt from the Committee Operations Manual 
approved by the Board that requires a report in addition to the staff reports currently 
provided the Board. 
 
 
7. Follow-up with 
Board, Committees 
on progress of 
approved 
recommendations 
 

 The General Manager and Staff will report to 
the Board and Committees on progress of all 
approved recommendations for each of the 
phases: design, development and 
implementation. 

 The reports will be a year-to-date summary of 
the monthly status reports The focus of the 
report is to identify the percentage of 
completion of each phase of each project,  
identify any concerns or issues going forward, 
and to identify any action that the Board or 
Committee needs to take to on the project.  

 

• Based on the results of the progress report, the 
Board may determine to continue or stop the 
project. 

• Groups may be asked for their feedback on any 
phase of the approved recommendation. 

 

 Project Plan 
Summary 
Schedule 

 
 
 

The General 
Manager and 
the Staff are 
responsible for 
this step. 
 

 
Staff is requesting input from the Board as to what it would like to see in this/these 
reports. 
 
FINANCIAL:  The financial impact and additional staff resources required will need to 
be determined after receiving feedback from the Board. 
 
RESOURCE:  Tom Clark 
 
LEGAL: Not Consulted 
 
RECOMMENDATION:  Staff request direction form the Board on this matter 
 
COMMITTEE PARTICIPATION:  None 
 
ATTACHMENT:  None 
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Executive Summary 
Agenda Item 7 

Discussion and possible action concerning Customer Service Department 
philosophy and practices of the District 

 
 
 
BACKGROUND:  The Board will recall that the Customer Service Department was 
recently formed to compliment the lobby renovation, and a work plan has been 
previously approved. Pursuant to the development of this new Department, Staff is 
requesting a discussion with the Board for input as to what the Board sees as the 
definition of good customer service so a mission statement and philosophy may be 
communicated to all District employees. 
 
As set out in the website, the District’s Mission Statement is as follows: 
 
Promote the highest quality of life in the Brushy Creek Community by providing the best 
level of water and wastewater, parks and recreation and other services in the most cost-
effective manner. 
 
FINANCIAL:  N/A 
 
RESOURCE:  Tom Clark, Gavino Abrigo 
 
LEGAL: N/A 
 
RECOMMENDATION:  Staff will implement guidance from the Board. 
 
COMMITTEE PARTICIPATION:  N/A 
 
ATTACHMENT:  Departmental Charters 
 
 
 



  

 
_________________________________   

Customer Service Department 

 
Mission Statement: 

                                                                        

 

“To provide the highest 
quality of friendly 
neighborhood service 
in the most efficient 
manner, addressing all 
customer needs above 
and beyond 
expectations.” 
 
 

Citizens of  
Brushy Creek 

Board of Directors 

General Manager 

Customer Service Department

Concierge Staff Customer Service Staff

 
 
Objectives: 
        
• To ensure all patrons have a delightful experience  
• To be a source of knowledge for the residents of the District 
• To resolve customer issues timely 
• To be a one stop shop for water and recreation services  
 
Departmental Structure and Functions: 
 
The Customer Service Department welcomes, greets, and provides assistance to patrons.   It provides 
and applies an in-depth working knowledge of products and services to help customers with their 
inquiries, issues, or requests. It accepts utility bill payments, recreation memberships, league and 
program registrations and payments.    
 



  

 
_________________________________   

Accounting and Human Resources 

 Mission Statement: 

Approved by Board of Directors 02-28-08 

                                                                                                  

“The Accounting and Human 
Resources Department provides 
accounting and financial services 
and support to the District by 
processing the collection and 
disbursement of funds, preparing 
accounting and financial records 
and reports, analyzing and 
reconciling accounts to insure 
accuracy of the District’s financial 
statements, and providing internal 
financial controls in accordance 
with applicable rules, regulations, 
Board policies, and industry 
standards.” 

Citizens of  
Brushy Creek 

Board of Directors 

Finance CommitteeGeneral Manager 

Controller & Human 
Resources 

Human Resources
 

Accounts Payable &  
Accounts Receivable 

Objectives:        

Investments 
 

Utility Billing 
 

• To provide accurate and useful financial information to the Board of Directors, Committees, and  
       the General Manager 
• To support other departments in their financial and human resource needs 
• To provide exemplary customer service to the public 
• To safeguard the District’s assets 
• To ensure the District complies with all financial and employment laws, regulations, policies and standards 
 
Departmental Structure and Functions: 
 
Finance and Audit Committees - The Accounting Department regularly interacts with the Finance 
Committee and assists with any subsequent recommendations to the full Board.  The Accounting 
Department also assists the Audit Committee in connection with its review and discussion of the 
independent financial audit.  The Board Treasurer and Assistant Treasurer serve on these two 
committees. 
 
General Manager – The Accounting Department also interacts with the General Manager.  The General 
Manager has been given authority to expend funds of the District within limitations established by the 
Board.  He has responsibility for ensuring compliance with the appropriate rules and regulations with 
regard to the expenditure of public funds and to protect the public’s monies.  The General Manager 
participates and reviews reports and recommendations from the Controller and acts as an Investment 
Officer and is a member of the Finance Committee. 
 
Controller – The Controller is responsible for the District’s financial planning, financial policy development  
and implementation, and accounting functions.  This includes reporting of financial activity, budget 
development and reporting, assisting with the independent financial audit, and safeguarding of District  
funds.  The Controller is a member of the Finance Committee. 
 
Human Resources – Human Resources is responsible for the District’s compliance with federal and state 
employment laws and compliance with the District’s Personnel Policies, assisting in the hiring, 
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maintaining, and termination of employees, and maintenance and promotion of the employee benefit 
program. 
 
Accounts Payable / Accounts Receivable – The AP/ AR function of the Accounting Department processes 
and records the disbursement and receipt of funds and ensures that those transactions meet District 
policies and procedures. 
 
Utility Billing – The Utility Billing office is responsible for the accurate and timely billing of residents’ utility 
and garbage services, assisting in the establishment of services for residents and contractors, assisting 
with troubleshooting resident’s utility problems, receiving and recording utility payments, and primary 
reception for the administrative offices. 
 
Investments – The Accounting Department also interacts with the District’s Investment Officers to 
implement the proper investment of public funds.  In accordance with Chapter 2256 of the Texas 
Government Code, the District’s funds must be managed and invested in accordance with state law and 
the District’s investment policy and objectives.  Under the District’s Investment Policy, the persons serving 
as Treasurer of the Board of Directors, the General Manager, and the Controller have been jointly 
appointed as investment officers.  



 

 
_________________________________   

Recreation Department 

 
Mission Statement: 

S:\TOM\2007 CHARTERS FOR DEPARTMENTS\P&R Charter Template.doc 
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Citizens of  
Brushy Creek “To promote the  

highest quality  
of life in the Brushy 
 Creek  
Community by  
providing the  
best level of  
parks and  
recreation in the most  
cost effective manner.”
 

Board of 
Directors 

General 
Manager

Community Center 
Advisory Committee 

Parks & Recreation 
Advisory Committee

Recreation 
Department

Sports and 
Fitness

Aquatics 
 

Programs and 
Events

Recreation 
Services

Objectives:        

Facility 
Maintenance

• To promote improved lifestyle through well rounded programming for all populations 
• To allow for timely and all inclusive communication/input opportunities (for residents) regarding  
   meetings, programs and events 
• To conduct all programs with the highest standards of safety and quality available 
• To deliver all programs within the fiscal guidelines of the Board of Directors 
• To coordinate maintenance and beautification of parks through Public Works Department 

 
Departmental Structure and Functions: 
 
Aquatics: The aquatics division develops and manages the programming and facilities for year around 
swim programs for citizens.  It provides education, safety, and recreation through water sports and fun. 
 
Sports and Fitness: The Sports and Fitness division develops and manages fitness programs utilizing 
weight room, aerobics facilities, parks and trails. Develops and runs leagues and classes for all ages. 
Provides Sport Skills Camps and Clinics for youth. 
 
Programs and Events: The Programs and Events division develops and runs community wide events in 
the Parks and Community Center. Oversees the contract programming, establishes and manages 
classes for all age groups, provides classes and camps for school age youth. 
 
Recreation Service: The Customer Service division manages the administrative functions such as 
course registrations, membership registration and billing, facility booking of the meeting rooms and park 
pavilions and all aspects of public communications; course catalog, monthly newsletter inserted in utility 
bills, web content management, and marquee notices. 
 
Facility Maintenance: The facility Maintenance division manages the housekeeping and building 
maintenance for the Community Center. 



 

 
_________________________________   

Public Works Department 

 
 Mission Statement:                                                         

Citizens of  
Brushy Creek “To promote the highest 

quality of life in the 
Brushy Creek Community 
by providing the best level 
of water and wastewater, 
parks and recreation and 
other services in the most 
cost effective manner.” 

Board of 
Directors 

General 
Manager 

Parks & Recreation 
Advisory Committee 

Water/Wastewater 
Advisory Committee

Public Works 
Department 

Water 
Distribution 

Wastewater 
Collection 

Parks O&M 
 

Water Treatment 
Facility 

                                                                                     
Pools O&M 

 
Horticulture 

 

 
Objectives:        
• Maintain parks and trails and create a safe environment for the public 
• Beautification through landscaping and tree planting 
• Continuous improvement in customer relations 
• Support recreation department and activities 
• Maintain Superior Water System Rating 
• Ensure compliance with state and federal laws 
• Maintain raw water transmission facilities 
• Establish and maintain superior standards for all facilities 
• Continuous employee education program to ensure the most technically proficient staff possible 
 
Departmental Structure and Functions: 
The Public Works Department is responsible for the daily operation and maintenance of all water and 
wastewater facilities, parks, pools, and trail systems. 
As well as contract management, cave management, inspection of new construction, and ensuring 
compliance with the Edwards aquifer recharge zone requirements 
 
The department consists of the Public Works Director, Water/Wastewater Coordinator, Water 
Treatment Facility Coordinator, Parks and Grounds Coordinator, Horticulture Coordinator, and 10 
Utility Employees.       

S:\TOM\2007 CHARTERS FOR DEPARTMENTS\Public Works Charter Template.doc 
APPROVED BY BOARD OF DIRECTORS ON MAY 22, 2008 
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Water Distribution 
• Meter Reading 
• Water Line Maintenance 
• Regulatory Compliance 
• Inspections 
 
Wastewater Collection 
• Wastewater Line Maintenance 
• Lift Station Operation and Maintenance 
• Regulatory Compliance 
• Inspections 
 
Water Treatment Facility 
• Raw Water Facilities Operation and Maintenance 
• Water Treatment Operation and Maintenance 
• Regulatory Compliance 
• Water Quality Process – Control Testing 
 
Parks 
• Daily Operation and Maintenance 
• Park Construction Projects 
• Event Coordination and Support 
 
Pools Operation and Maintenance 
• Operation and maintenance of district pools 
• Pool Capital Improvement Construction Management 
• Aquatics Programming Support 
 
Horticulture 
• Community Center Beautification 
• Garden Operation and Maintenance 
• District Tree and Median Management 
• Keep Brushy Creek Beautiful Programming 
• Water Wise Program Support 
 



 

 
_________________________________   

Administration 

 
Mission Statement: 

Citizens of  
Brushy Creek “To implement and enforce 

policies established by the 
Board of Directors, provide 
overall administration of District 
rules and policies and oversee 
daily operations of the District.” 

Board of Directors 

General Manager 

Controller and  IT/Network 
HR Manager 

Public Works 
Department 

Recreation 
Department 

Approved by Board of Directors 01-10-08 

                                                                                                      
Executive Assistants 

 
Objectives:        
• Implement the direction, goals and strategic plan established by the Board of Directors 
• Continuous improvement to access to open government 
• Continuous improvement to quality of life in the district  
• Ensure accountability of all departments and operations 
• Ensure safeguard of District assets 
• Promote orderly growth within the District by preparing and implementing Parks and Water/Wastewater 

Master Plans 
• Ensure adequate water supply and wastewater treatment capacity 
 
Departmental Structure and Functions: 
 
The Administration Department oversees general administration of the District and coordinates daily 
operations of all operating departments, administers policies and implements decisions of the Board 
of Directors. The department consists of the General Manager,  Controller / Human Resources, IT / 
Network Administration, Open Records and Executive Assistants to the Board of Directors and 
standing committees; Parks Advisory Committee, Community Center Advisory Committee, 
Technology Committee and Water and Wastewater Advisory Committee.  
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Executive Summary 
Agenda Item 8 

Discussion and possible action concerning Texas Public Information Act and Texas 
Open Meetings Act matters (a) summary of legal obligations and (b) discussion and 

action regarding electronic communications policies and practices 
 
 
BACKGROUND:  Email has become a great tool to communicate information however; 
due to open meetings requirements, email is not appropriate in some cases. At the 
meeting, legal counsel, Staff and the Board need to discuss procedures and 
appropriateness of email communications. 
 
FINANCIAL:  N/A 
 
RESOURCE:  Tony Corbett, Tom Clark 
 
LEGAL: Legal Counsel will attend the meeting 
 
RECOMMENDATION:  Discuss this issue at the meeting and provide guidance to 
Board and Staff. 
 
COMMITTEE PARTICIPATION:  N/A 
 
ATTACHMENT:  Draft Communications Policy 
 
 



BRUSHY CREEK MUNICIPAL UTILITY DISTRICT 
          Draft:  1-15-02 

Electronic Communications Policy 
 
 
I. Purpose 

The purpose of this electronic communications policy is to adopt uniform 
guidelines concerning electronic communications among officers, staff and consultants of 
Brushy Creek Municipal Utility District.  By adhering to the guidelines set forth herein, 
the District can ensure compliance with the Texas Open Meetings Act, the Texas Public 
Information Act and the Local Government Records Act.   

In adopting this Policy, the Board of Directors of the District desires to 
accomplish the following objectives:  (i) to ensure that a quorum of directors of the 
District do not communicate electronically in violation of the Open Meetings Act; (ii) to 
ensure that e-mails that qualify as local government records are retained in accordance 
with the Local Government Records Act; and (iii) to ensure that e-mail is used only for 
certain communications to minimize the District’s costs of compliance with records 
retention requirements and to expedite responses to open records requests.   

I. Applicability 

This Policy applies to all electronic communications that qualify as “local 
government records”, including electronic communications by directors, employees and 
consultants of Brushy Creek Municipal Utility District that relate to official District 
business.  Electronic communications used for personal matters unrelated to the District 
are not subject to this Policy. 

For purposes of this Policy, “local government record” means any electronic 
communication created or received by a local government or any of its officers or 
employees pursuant to law or in the transaction of public business.  The term does not 
include: 

i. extra identical copies of documents created only for convenience of 
reference or research by officers or employees of the local government; 

ii. notes, journals, diaries, and similar documents created by an officer or 
employee of the local government for the officer’s or employee’s personal 
convenience; 

 
iii. blank forms; and 

 



iv. copies of documents in any media furnished to members of the public to 
which they are entitled under the Public Information Act. 

II. Definitions 

For purposes of this Policy, the following definitions shall apply: 

1. “Routine” electronic communications shall be defined as “letters of 
transmittal, requests for publications, internal meeting notices and similar 
routine matters.”  Routine correspondence must be kept for so long as it is 
administratively valuable.  Therefore, in most cases, it may be destroyed 
immediately assuming it has no further value to the District. 

2. “Administrative” electronic communications shall be defined as any 
correspondence and internal memoranda that constitute “routine 
administration or operation of the policies, programs, services and 
projects” of the District.  Administrative communications must be retained 
for two years. 

3. “Policy” electronic communications shall be defined as any 
correspondence or internal memoranda that relates to the “formulation, 
planning, implementation, modification or redefinition of the policies, 
programs, services or projects” of the District.  Policy communications 
must be kept for 5 years. 

Each of the foregoing retention periods is subject to the qualification that any 
communication that relates to a subject for which a specific retention period is 
specified under the District’s Record Retention Schedule, the e-mail must be 
retained for the period specified under the schedule. 

III. Guidelines   

Open Meetings Guidelines 
 
1. A quorum of directors of the District may not communicate by e-mail in 

“real time” or otherwise communicate electronically in a manner that 
violates the Open Meetings Act.   

Director Communication Guidelines 

 



1. Directors shall endeavor to minimize the use of e-mail for non-routine 
communications.   

a. This policy shall not be construed to limit the use of e-mails for 
preparing and circulating drafts of agendas, meeting minutes and 
similar matters that allow the District to accomplish business in a 
prompt and efficient manner. 

2. Directors shall regularly send a copy of all e-mails to the District’s 
Retention Officer (defined below) for retention and open records act 
response purposes. 

3. Directors shall regularly delete from their “in-box” and “trashcan” all e-
mails that have been sent to the Retention Officer or that qualify as a 
routine communication not subject to retention. 

Staff and Consultant Communication Guidelines 
1. Staff and consultants shall endeavor to communicate by e-mail primarily 
for “routine” communications, including working copies created for informational 
purposes only.  This Policy shall not be construed to prohibit the use of e-mail for 
non-routine purposes.   

2. Staff and consultants shall copy the Retention Officer (defined below) on 
all non-routine correspondence or correspondence that is otherwise subject to 
retention.  If in doubt whether an e-mail is subject to retention, the e-mail shall be 
sent to the Retention Officer.  After copying the Retention Officer, the e-mail 
shall be deleted. 

3. At the conclusion of each workday, each member of the District’s staff 
and consultants shall review all e-mails that have not been deleted.  All e-mails 
subject to retention shall be forwarded to the Retention Officer if such officer was 
not previously copied on the communication. 



4. The District shall manage, file and retain electronic communications in 
accordance with the following procedures: 

a. The District’s General Manager shall designate a staff person 
responsible for retaining all e-mails subject to retention under the 
Local Government Records Act (the “Retention Officer”). 

b. The Retention Officer shall evaluate each communication received to 
ascertain whether the document is subject to retention. Such 
determination shall be made by ascertaining whether the 
communication relates to information which is separately regulated 
under the District’s Record Retention Schedule, and if not, whether the 
communication qualifies as a “routine”, “administrative” or “policy” 
communication.   

i. All e-mails subject to retention shall be printed each day in 
“hard copy” and filed appropriately for the applicable retention 
period.  After printing, the e-mail shall be deleted immediately. 

ii. All e-mails not subject to retention shall be deleted daily.  

General Guidelines 
1. When deletion of an e-mail is authorized under this Policy and applicable 

law, the e-mail shall be deleted both from the person’s “in-box” and from 
the person’s “trashcan.”  

2. When responding to Public Information Act requests for e-mails, the 
District’s staff shall review the hard copies printed and filed by the 
Retention Officer, since all e-mails will have been deleted previously 
under this Policy (with the possible exceptions of e-mails received the day 
of the open records request).  To confirm, the Retention Officer or other 
staff member shall contact each director and consultant to ascertain 
whether there are any responsive electronic communications that have not 
previously been sent to the Retention Officer or deleted. 
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Executive Summary 
Agenda Item 9 

Discussion and possible action concerning protocol for General Manager’s 
Quarterly Reviews 

 
 
 
BACKGROUND:  It has been suggested that to avoid communications issues the Board 
and General Manager start holding quarterly meetings to review goals to ensure 
communications issues do not arise. At the Board Workshop, this item needs to be 
discussed and a protocol/procedure be developed. 
 
FINANCIAL:  N/A 
 
RESOURCE:  Tom Clark 
 
LEGAL: Not consulted 
 
RECOMMENDATION:  Staff will implement guidance from the Board. 
 
COMMITTEE PARTICIPATION:  N/A 
 
ATTACHMENT:  None 
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Executive Summary 
Agenda Item 10 

Discussion and possible action concerning scheduling a special Board meeting to 
discuss the Parks and Recreation Open Space Master Plan 

 
 

 
 
BACKGROUND:  At its last meeting, the Board requested that an item be placed on the 
June 26 Board agenda to discuss the Jacobs Carter Burgess (JCB) agreement. Since that 
Board meeting, Staff has had several discussions with JCB staff and a meeting was held 
on June 18 with JCB staff to discuss the future of their contract and performance issues. 
As a result of the discussions and meetings, JCB is proposing changes in staffing and 
organization to support continuing the Parks Master Planning effort. As a result of these 
discussions and due to the importance of this item and the potential length of discussion 
of this topic, we recommend calling a special Board meeting to discuss.  
 
FINANCIAL:  N/A 
 
RESOURCE:  N/A 
 
LEGAL: N/A 
 
RECOMMENDATION:  Recommend a special Board meeting be called on either June 
30, July 1st or 2nd.  
 
If the Board agrees with this recommendation, the following motion would be 
appropriate: 
 
“Motion to call a special Board meeting on ________ (date) at _______ o’clock ___.M. 
to discuss the Parks Master Plan and open space agreement with Jacob Carter and 
Burgess and matters related thereto.” 
 
COMMITTEE PARTICIPATION:  None 
 
ATTACHMENT:  June and July 2008 Calendar 
 
 








